Abdul Aziz Usmani 


DOB: 05m .12.1958 

CNIC: 37405-7810197-9 

Domicile: Karachi (Sindh) 

R-83/A St.19 14-B Shadman Town, North Karachi. 
Email aausmani@yahoo.com 

Mobile: +923082222405 


JOB OBJECTIVE 
Seeking a position in the Accounts/Admin where extensive experience will be further developed and 
utilized. 


CAREER PROFILE 
=  Task-oriented, efficient and organized professional. 
= Possess strong analytical and problem solving skills. 
= Qualitative written and verbal communication skills. 


PROFESSIONAL EXPERIENCE: 


ACCOUNTS/AUDIT: 
= Panj darya ltd (sister concern of Atlas Honda), as an Accounts officer 

July 1981 — Jan 1986 Karachi, Pakistan. 
Maintenance of General Ledger. 
Maintenance of Subsidiary Ledgers. 
Preparation of monthly accounts for the board of Directors. 
Preparation of Audit working paper file & responsible for annual external audit. 
Maintenance of Goods in Transit Ledger (L.C wise). 

Correspondence with banks regarding L.C opening and retirement of documents. 
Provision for payment of usance. 

Preparation of landed cost sheet. 

Transfer of fund for factory staff at Lahore for disbursement of salary and other routine expenses. 
CKD bought out parts reconciliation. 

Payment to vendors. 

Preparation of reconciliations, factory control account. 
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= Cotton Export Corporation Of Pakistan (under the Ministry of 
Commerce) , in the capacity of Assistant Manager 
Jan 1986 — Nov 1990 Karachi, Pakistan. 

Preparation of book of accounts. 

Served in internal audit department 

Checking of financial Statement with the Supported documents. 

Checking of Resources & its proper utilization. 

Comments / opinion on the reliability of Financial Statement. 


VERA 


= Saudi Arabian Morrison, Senior Accountant 

Nov 1990 — Nov 1996 Kingdom Of Saudi Arabia. 

1“ Project: Worked with US army at Dhahran Airbase and was responsible for 
Maintenance of project account. 

Maintenance of stock and stores. 

Preparation of food cost report. 

Responsible for billing to the concern ministry. 

Preparation of monthly reports. 

Vendor’s Payment. 
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oe Project: Work with King Fahad Hospital, Al-Baha. 
¥ Supervision of finance and accounts. 


¥ Preparation of monthly reports. 
y Responsible for the payments to the vendors. 


= GHQ Artillery Mess (known as old pindi club), Accounts Officer 
Jan 1997-Sept 2004 Rawalpindi, Pakistan. 

Over all responsible for smoothly functioning of Accounts Dept. 

Preparation of Final Accounts. 

Responsible for Annual Audit. 

Pay & Allowances & related Matters. 

Investments of fund. 

Negotiations with Contractors & Market Survey. 
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e CATERING AND SUPPORT SERVICES: 
(With US Army at Dhahran Airbase/ GHQ ARTY MESS. RWP) 
Preparation of food costs 
Controlling of stock and store. 
Controlling of cost consumption, dining hall, BBQ, Banquets. 
Arrangement of VVIP functions. 
Booking of Guest Room/ Maintenance. 
Controlling of House-keeping Staff 
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= Component Masters, DHA, Accounts Manager 
Jan 2005 — Sept 2010 Karachi, Pakistan. 

v Preparation of final accounts. 

v Preparation of budgeted accounts. 

v Implementation of policies. 


= IDA-RIEU Welfare Association School/College for Blind & Deaf, Account Head 
October 2010 —To June 2020 Karachi, Pakistan. 

Preparation of Financial Statement. 

Responsible for payment. 

Preparation of budget. 

Checking of Resources & its proper utilization. 

Preparation of SOPs. 
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ADMINISTRATION: 

Designing and preparation of Administration Manual/ SOPs. 
Correct implementation of SOPs. 

Maintenance of fixed assets. 

Maintenance of employees files. 

Issuance of warning letters/ show cause 

Conducting inquires & findings. 

Dealing with government agencies. 

General repair maintenance building and equipment. 
Renewal of insurance policies. 
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EDUCATION: 


yY Bachelor's Degree in Accounting (B.Com) 1979. 
University of Karachi. 


Vv Masters of Business Administration (MBA) 2003. 
Al-Khair University, Islamabad. (Duly verified by HEC) 


